State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Student Assistant (E&A) 0340-4871-900 50037855 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant DES/EPI/Environmental Document Review
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R11
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Katie Shulte Joung Program Manager Il, CBDA
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 5/21/12
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under close supervision of the Section Lead and with guidance from the Branch Chief, and in a
trainee capacity, the Student Assistant (E&A) provides support to technical staff with project
analysis, review assignments, database management and data entry of Environmental Impact
Report summary information and related environmental compliance documentation received from
the State Clearinghouse and other agencies.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others and interact with various
state, local, and private agencies; possess the ability to read maps to determine locations of
projects throughout the state; possess good organizational and analytical skills; and maintain
consistent, regular, and predictable attendance. The specific essential duties are:
75% Perform review of CEQA/NEPA documents, including analysis (which may include engineering
calculations to determine impoundment size of reservoirs and use of GIS and mapping tools to
determine possible encroachment on SWP facilities) of information they contain to make a
determination (under the oversight of a Section Lead) whether further detailed review is necessary
including determination of the proper review unit within DWR based on jurisdictional requirements
and areas of responsibility. (These documents may indicate possible impacts on DWR facilities,
operations and State Water Project Supplies by entities outside of DWR). Enter the information into
a database for tracking purposes.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Katie Shulte Joung >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
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Pe_rl_?ﬁlrg of Activity
15% Coordinate by communicating with specific contacts in various Division and Region Offices within
DWR to determine document distribution and lead unit determination and contact other Public
Agencies as necessary for additional documents and information.
10% Organize, proofread, and file requests received from state and federal agencies to aid with

documentation used in Bulletin 132, and assist in preparation of documentation and distribution to
internal and external government entities.

SPECIAL REQUIREMENTS

Working knowledge of, or the ability to rapidly learn Microsoft Access and Word, as well as
familiarity with use of the internet is necessary. Student should have an interest in working with
various government agencies and learning about regulatory compliance measures and California
water issues. Ability to lift and carry 20 pounds.
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75%
	activity: POSITION SUMMARY

Under close supervision of the Section Lead and with guidance from the Branch Chief, and in a trainee capacity, the Student Assistant (E&A) provides support to technical staff with project analysis, review assignments, database management and data entry of Environmental Impact Report summary information and related environmental compliance documentation received from the State Clearinghouse and other agencies.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others and interact with various state, local, and private agencies; possess the ability to read maps to determine locations of  projects throughout the state; possess good organizational and analytical skills; and maintain consistent, regular, and predictable attendance.  The specific essential duties are:

Perform review of CEQA/NEPA documents, including analysis (which may include engineering calculations to determine impoundment size of reservoirs and use of GIS and mapping tools to determine possible encroachment on SWP facilities) of information they contain to make a determination (under the oversight of a Section Lead)  whether further detailed review is necessary including determination of the proper review unit within DWR based on jurisdictional requirements and areas of responsibility. (These documents may indicate possible impacts on DWR facilities, operations and State Water Project Supplies by entities outside of DWR).  Enter the information into a database for tracking purposes.
	classification: Student Assistant (E&A)
	appointee: Vacant
	dwr position number: 0340-4871-900
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10%
	activity2: Coordinate by communicating with specific contacts in various Division and Region Offices within DWR to determine document distribution and lead unit determination and contact other Public Agencies as necessary for additional documents and information.

Organize, proofread, and file requests received from state and federal agencies to aid with documentation used in Bulletin 132, and assist in preparation of documentation and distribution to internal and external government entities.  

SPECIAL REQUIREMENTS

Working knowledge of, or the ability to rapidly learn Microsoft Access and Word, as well as familiarity with use of the internet is necessary.  Student should have an interest in working with various government agencies and learning about regulatory compliance measures and California water issues.  Ability to lift and carry 20 pounds.
	supervisor name: Katie Shulte Joung
	employee name: 


